











[image: STA_COL_big]






STA VOLUNTEER EXPENSES POLICY 


Introduction

The objective of this expenses policy is to ensure that all volunteers have a clear idea of what they can (and cannot) claim in terms of expenses.  The intention is to allow volunteers to be reasonably cared for, balanced against controlling the amounts charged against Scottish Touch Association (STA) or Regional Association (RA) funds. If you have queries you should ask the relevant STA Director or RA co-ordinating the activity you are volunteering for or the STA Director for Volunteer Management for clarification before proceeding with any activity that could lead to a claim for recovery of expenditure.

The STA recognises and values the extensive input of volunteers to the organisation and delivery of Touch throughout Scotland and beyond.  In addition to this, volunteers are vital to the delivery of STA and affiliates’ events and activities throughout the year.  While the STA is committed to the provision of opportunities for individuals to volunteer to support events and activities of interest to them, this must be co-ordinated to ensure that the right volunteer is in the right place, with the right skills and support at the right time. This must also be balanced against the number of volunteers required for an event or activity and the budget available for volunteer expenses.

To recognise all of these issues, the STA or its affiliated Regional Association will formally invite the required number of volunteers to an event or activity, taking into account the number of volunteers required, the skills/qualifications of the volunteers required, proximity to the event/activity location and the budget available to support volunteer expenses. These specifically invited volunteers will be able to claim the volunteer expenses detailed in this policy. Should additional individuals wish to volunteer their time or wish to gain experience this will still be possible and encouraged, as long as they agree this with the staff member/volunteer co-ordinating the event or activity in advance. 

These volunteers will be additional to those permitted by the budget and so while the STA and relevant RA will ensure all volunteers feel valued, expenses detailed in this policy cannot be claimed due to budgetary constraints.


Scope
This policy has been created for use by the STA and RA affiliates.

Only travel or accommodation that is essential to the fulfilment of the STA’s Strategic Plan or National Development Plan or has been authorised by the member co-ordinating the activity the person is volunteering for prior to the event or activity may be claimed as legitimate expenses.

This policy covers expenses claimed through the STA or relevant RA.  Volunteers should make a claim to:
· the STA if the event is organised through the STA, is a national event or where the primary benefit is for Touch across Scotland; or
· the relevant RA if the event is organised through the RA, is a regional event or where the primary benefit is for Touch across that region’s locality.  At the discretion of the RA this may include trips abroad resulting in developmental benefits for the claimant and region.

Expenses incurred while on international business are covered by the relevant Federation of International Touch (FIT) policy.

Expenses incurred while serving abroad as a referee or coach, are covered by the relevant EFT or Touch Europe Referees policy.


Travel
As detailed above, volunteers formally invited to support an event by the staff member co-ordinating the event or activity will be entitled to claim travel expenses as detailed below.

1. You should always seek to travel by the least expensive method to any given event or activity. Consideration must be given to the suitability of public transport, which is frequently cheaper than transport by private motor vehicle. Should travel by private car be the only or cheapest option, sharing of transport with other volunteers is encouraged wherever possible and practical to minimise costs.
2. Mileage distances for travel by private motor vehicle shall be measured as place of residence to destination return or from an alternative start or end point, provided that it is a lesser distance than would be incurred from your place of residence.
3. Travel expenses with own private vehicle are reimbursed for volunteers at the following rate of £0.25 per mile.
4. All volunteers must ensure that their own private vehicles are fully licensed and insured for the purpose for which they use it, including for STA/ RA business. STA/RA will not be responsible for any garaging, mechanical or legal costs incurred in the use of a private vehicle.
5. Where this has been agreed in advance with the staff member co-ordinating the event, or if the volunteer can demonstrate that no alternative free or cheaper parking could be used, parking fees incurred on STA/ RA business will be reimbursed as long as a suitable receipt is provided.
6. Toll and ferry charges are reimbursable provided it is clear that the route travelled was the most economic.  However, parking fines and traffic penalties (speeding) will not be reimbursed.
7.  Should any vehicles require to be rented as a result of your volunteering for Touch, this must be approved in advance by the relevant STA/RA official co-ordinating the event or activity.  Reimbursement for fuel costs should be made on the expenses claim form.
8. Travel expenses by public transport are reimbursed at the price of second class/economy travel.
9. Travel expenses by taxi will not usually be paid. If it can be demonstrated that a taxi journey was absolutely necessary it will be reimbursed at cost, subject to the production of suitable receipts.
10. Air travel must be approved in advance by the relevant STA Director/ RA Committee Member.  Any additional costs incurred due to changes to tickets for personal reasons are to be met in whole by the individual.


Accommodation
As detailed above, the first question which must be considered is “is paid accommodation really necessary?”  Every effort should be made for volunteers to find free accommodation with other Touch players, officials or volunteers.  This saves unnecessary costs to the STA/RA and also helps to forge strong links between Touch affiliates.
1. If invited volunteers are required at an official STA/RA event or activity that lasts more than one day and it would not be reasonable to return home each day they may be entitled to overnight accommodation - see below for further details.
2. If volunteers are required at an official STA/RA event or activity that starts before 9.30amin the morning and/or ends after 9.30pm in the evening, they may be entitled to overnight accommodation - see below for further details.
3. All overnight accommodation expenses must be approved in advance by the relevant STA Director/ RA Committee Member. Overnight accommodation should cost no more than £60 per night, including breakfast and the most reasonably priced appropriate accommodation should be used in all circumstances unless authorised in advance by the relevant STA Director/ RA Committee Member.
4. Should accommodation no longer be required individuals must contact the STA/RA as soon as this is known in order that accommodation can be cancelled and therefore preventing resources being wasted. If accommodation is no longer required and the STA/RA is not notified of this, is notified too late to cancel accommodation or if the individual does not turn up, the STA/RA reserves the right to charge the individual concerned for the accommodation costs incurred.


Subsistence
At certain STA/RA events or activities a catering service is provided.  Where this exists and where possible, the STA/RA will try to factor in the necessary subsistence of volunteers to ensure the invited volunteers are catered for during their volunteering.  In such instances, or if you are unsure, volunteers should check with the staff member/volunteer co-ordinating the event or activity as to the arrangements.

It is the expectation that the event will provide subsistence for any volunteers and that the cost for this will be subsumed in the overall budget for the event.  Where catering is provided for volunteers, subsistence costs cannot be claimed additionally. Where this is not possible, or where such catering doesn’t exist, subsistence can be claimed from invited volunteers as detailed below:

1. When overnight accommodation is required, or when volunteers are required to be in attendance at an event/activity throughout the day and/or evening, they may be entitled to claim for meal expenses.  Meal expenses can include lunch (up to £7) and an evening meal (up to £15), subject to the production of appropriate receipts.


Other
This policy summarises the most common reasons a volunteer may claim expenses as well as those areas which are commonly included in the STA or RA budget for any event or activity which volunteers are in attendance. No further out of pocket allowances will be reimbursed unless agreed in advance with the staff member co-ordinating the event or activity and relevant STA Director/ RA Committee Member.

Claiming for Expenses
All personal expense claims must be made by submitting a personal expenses form (see Annex A)

These are available from the STA website – www.scottishtouch.org.uk .  All expense claims must have all available receipts attached and the claimant must sign the expense claim form. A VAT receipt should be sought for expenses in the UK.

All expense claim forms must also be authorised before they will be reimbursed.  Expense forms are authorised by the relevant STA Director (or in their absence the STA Treasurer)/ designated RA Committee Member.  Prior to authorising any volunteer expenses the authoriser will seek confirmation from the staff member co-ordinating the event or activity.

Expense claim forms should be submitted within 4 weeks of the expenditure, and in any event no later than 8 weeks after.  Late claims may be disallowed.  All claims, whenever possible, must be submitted within the financial year in which the expense occurred; the STA financial year runs from January to December.  Individuals RA financial years may vary and if in doubt the volunteer should check this with the RA.

RAs are free to adapt the STA Expenses Claim Form located at Annex A.

Payment of Expenses
The STA and RA affiliates will reimburse all authorised expenses within 6 weeks after each event or activity.  We ask volunteers to recognise that the authorisation and payment process can sometimes take longer than would be ideal to seek the necessary approval within the process. Expenses will be reimbursed either by cheque posted to the address held on file or by BACs (Bank Automated Clearing System).

[image: STA_COL_small]



STA Volunteer Expenses Claim Form
This form is to be used to record those expenses you incur while volunteering for the Scottish Touch Association for which you wish to be reimbursed.  The types of expenditure for which we provide reimbursement are: 
 (
NAME OF EVENT:
LOCATION
Date
Type of Expense
Amount
Total 
)

Expenses will be reimbursed on production of the relevant receipts. Please remember to keep receipts, bus tickets etc. 
These represent an accurate account of my out of pocket expenses. 


________________________________      ________________________________

Name of volunteer                                         Authorised by 

________________________________      ________________________________

Signature                                                       Date 
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